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| pe EVERY EMPLOYEE in your office 
you are spending a minimum of 
$30,000 over a ten-year period as 
fixed expense for salary, floor space 
and general overhead. 

Isn’t it good business to make cer- 
tain that each employee has good 
tools with which to work so as to in- 
crease productivity, promote health 
and improve morale? 

By good tools is meant a well de- 
signed desk, duty-matched to the job 
—a comfortable, individually adjust- 
able chair—and mechanized files 
which greatly reduce the time neces- 
sary for filing and finding records 
and provide increased capacity per 
square foot of floor space. 

Mode-Maker metal desks, Good- 
form aluminum chairs and Super- 
Filer are office tools of superior 
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A small investment can save money in your monthly office costs 


quality, beautiful in appearance and 
designed to help every office em- 
ployee get more work done. What’s 
more, they will last a lifetime. 

For less than 2% of your fixed 
expense per employee in a ten-year 
period you could re-equip your office 
in whole or in part with GF metal 
furniture including the proper decor- 
ative surroundings which mean so 
much to employee morale and custo- 
mer prestige. 

Consider the small investment as 
against today’s high operating ex- 
penses. Then in order to learn how 
quickly such an investment will pay 
for itself and provide dividends for 
years thereafter, call your local GF 
distributor or write The General 
Fireproofing Company, Dept. M-13, 
Youngstown 1, Ohio. 
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FIFTY-ONE YEARS OF PROGRESS 


GENERAL FIREPROOFING 


Foremost in Metal Business Furniture 


GOODFORM ALUMINUM CHAIRS +- METAL FILING EQUIPMENT + GF STEEL SHELVING 
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“Never draw 


to an inside straight.” 


Time was when this was enough advice for a 
father to give a son about to set out in the 
world. 

Today, it’s just as good advice to businessmen 
trying to “fill in” with extra employees when 
outworn systems and methods begin to break 
down. 

If your business has had healthy growth in re- 
cent years, chances are you're overloaded with 
clerical personnel, The accounts receivable sys- 
tem you used ten years ago might be mechan- 
ized—vour inventory control could be = stream- 
lined—your office layout can be improved with- 
out renting extra space. 

Today, new methods, new machinery, new 
equipment, Open new possibilities for internal 
economies. That's why we suggest you take im- 
mediate action on any of the tresh new ideas you 
pick up in METHODs by either one of these two 
courses of action: 

1. Use the handy Reader Service Card (postage 
paid), bound into every issue of METHODs, {01 
more information. 

2. Phone your local specialist in business equip- 
ment and ask him to show you the tools that 
can convert METHODs’ ideas into money-saving 


systems. 








WANT TO ORDER METHODS Magazine 
FOR OTHER MEN IN YOUR COMPANY? 
USE THE POSTPAID REPLY CARD BOUND 
IN THIS ISSUE. 
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Here's a revolutionary, 
new way to add figures ! 


Rhythm-add ups adding speeds 
by as much as 160%! 


Boosts production, slashes overhead! 


Monroe will train your operators free! 


You'll be amazed at how this new, scientific 
method can increase the speed and output of 
your adding machine operators after only a 


brief period of instruction. 


Tested in 250 typical American companies, 
operators trained in Monroe Rhythm-add* 
quickly began adding 126 items a minute! 
Figure production in some cases soared to 
160%! Tension disappeared, errors were 
reduced, operators worked more smoothly, 


more efficiently. 


Your Operators Will Welcome 
Rhythm-add 


It’s so simple, easy to learn. And Monroe 
will train them in your own office and with- 
out cost or obligation to you. Read what this 
revolutionary new technique has accom- 
plished for many progressive companies... 
learn what it can do for YOU. Send for the 
new free booklet “All Hands Take to 
Rhythm-add.” Mail the coupon today! 


*Registered Trade Mark 


MONROE 


CALCULATING, ADDING & ACCOUNTING MACHINES 


MONROE CALCULATING MACHINE COMPANY 
General Offices, Orange, N. J. 










NEW 


Rhythm-add Way 


Camera shows how smoothly, ef- 
fortlessly operator's fingers glide 
over keyboard. Result: greater 
speed, production, fewer errors, 
less fatigue. 


OLD 


“Puncn and Plod’”’ Operation 


Fingers lack speed, rhythm, and 
coordination. Operator uses much 
more energy, tires faster, accom- 
plishes less, makes more mistakes. 


Monroe 410 Adding Machine 
one of more than 50 models 


Monroe Calculating Machine Company 
Publications Dept., Orange, N. J. 


Please mail free booklet on Monroe Rhythm-add. 


Company... 
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With built-in automatic 
continuous printer 


All-in-one compact unit makes photo-exact copies 
direct from original letters, forms, bids, contracts, 
invoices, catalog sheets, reports, blueprints. 


Now a single all-electric compact photocopy set-up 
. .. makes a dry photocopy from any original in less 
than 45 seconds without any other additional equip- 
ment. This new unit prints, processes and dries all 
automatically . . . copies are ready for instant use. The 
Apeco Auto-Stat saves up to 80% on copying jobs. 
Eliminates costly re-typing, hand copying, checking 
or sending outside for expensive copying service. It’s 
fast — only 2 steps will make legally accepted prints 
from any original up to 11 x 17 inches — whether 
printed on one or two sides. 


sO LOW COST 


A complete Apeco Auto-Stat one-unit photocopying instal- 
lation is priced well within the budget of even the smallest 
firms. It is remarkably low in cost of operation, too! 


No Separate Printer or Timer 
No Developing No Fixing 
No Washing No Drying 
No Trays No Dark Room 





Name 


Firm a 


Address 


City 
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American Photocopy Equipment Co. 
2849 North Clark Street, Chicago 14, Ill. 


Please rush me—without obligation—FREE copy of your new book I 
on Auto-Stat—with full details on this new photocopy method. 



















EXPOSE 
43 Insert original and 


Auto-Stat No. 1 paper 
into continuous copier 


PROCESS 
} Feed exposed 
sheet and trans- 
fer sheet into 
Auto-Stat 
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Important new tax ruling 


helps you plan your estate 


By N. R. CAINE, C.P.A. 


rye AUTHOR: N. R. Caine, who will handle future “Tax Tips’ columns in 
Management Mrtuons, is also the editor of a widely syndicated column 
“Tax Pointers’ which runs in newspapers throughout the United States. 
He is the author of several books on income tax and war contracts and 
holds a C.P.A. degree in New York, New Jersey, Pennsylvania and Cali- 
fornia. A member of the American Institute of Accountants, Mr. Caine ts 
a senior partner in the public accounting firm bearing his name. 

















The past few years have witnessed 
far-reaching changes in both the prac- 
tical and academic aspects of estate 
planning. These changes have worked 
so complete a transformation of this 
important property and tax subject, 
that it is safe to state that any estate 
distributing plan which was conceived 
and formulated as little as five years 
ago is now more likely than not to be 
inadequate and obsolete by present- 
day standards. 

It is principally to three outstanding 
changes in the tax laws that this almost 
complete reversal of estate planning 
approaches may be traced. These three 
statutory changes are: 

1. The new estate, gift and income tax 
treatment of married taxpayers 

2. The new estate tax rule which re- 
moves the gifts that an individual 
makes at any time three years prior to 
his death from the estate tax ‘‘contem- 
plation of death” rule 

3. The new “corporate stock estate tax 
redemption” rule 

It is to the last-listed of these three 
important estate planning changes that 
I wish to devote this discussion. 


The Corporate Stock Estate 
Tax Redemption Privilege 

This new rule offers a complete 
solution to the dangerous and difficult 
estate planning problem which is faced 
by every individual whose major estate 


asset is a block of unlisted stock in a 
family or closely-held corporation. Let 
me use the estate tax case of Mr. Smith 
to illustrate the practical operation and 
unparalleled advantages of this new 
rule. 

Mr. Smith’s Estate consisted of the 
following assets at his death: 
1. The stock in his corporation—worth 
approximately $950,000—which he has 
left by appropriate direction in his will 
to his son 
2. Miscellaneous assets—worth approxi- 
mately $50,000—which he has left to 
his relatives, friends and employees. 

The federal estate tax against Mr. 
Smith’s totals 
$300,000. 


These facts set the stage for a prac 


estate approximately 


tical demonstration of the way in 
which the “‘corporate stock estate tax 
redemption” rule will serve Mr. Smith, 
his estate, and his corporation. Mr. 
Smith’s executor has to raise $300,000 
in cash to pay Mr. Smith’s Estate tax 
liability. This will of necessity force 
him to throw the Smith Corporation 
stock on the market 





a step both dan- 
gerous and complicated in view of the 
fact that the stock is ‘“‘unlisted”” with no 
market. ‘The possible consequences 
(amply backed by experience and case 
records) may involve any one or more 
of four equally undesirable and un- 
sought results: 


1. Tremendous losses. 
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2. The end of Mr. Smith's lifelong 
wish to leave his corporation to his son. 
3. The transfer of the control of the 
Smith Corporation to outside and _ pos- 
sible hostile interests. 

t. The dissolution and extinguishment 
of the Smith Corporation. 


Elimination of These Dangers 

The “corporate stock estate tax re- 
demption” privilege completely blunts 
these dangers. It permits the Smith 
Corporation to redeem sufficient of 
Mr. Smith’s stock to pay his estate tax 
without fear that the redemption pro- 
ceeds will be taxed to his estate as 
fully taxable dividends. It matters not 
at all in this connection that the 
funds may be paid to his executor 
directly out of the corporation’s fully 
taxable surplus funds—they will not be 
taxed to his estate as taxable dividends. 
Translated into direct and_ practical 
terms, the direct effect of this provi- 
sion is to permit a stockholder to look 
to, and make tax-free use of, his cor- 
poration’s surplus funds and credit 
standing to pay his estate tax at his 
death. In this guise, the new provision 
should be thoroughly understood by, 
planned for, and projected into the 
property plans of every individual who 
owns a substantial stock interest in any 
“family” or “closed” corporation. 


Conditions Attached to Privilege 
This privilege is grounded to both 
statutory and practical conditions. The 
most important of the statutory condi- 
tions may be phrased in the following 
language: The rule is not available to 
a taxpayer (and his estate) unless the 
estate tax value of his stock in his cor- 
poration equals more than 35% of the 
value of his gross estate. For practical 
purposes, this statutory requirement 
presents two important research ques- 
tions to the many thousands of corpor- 
ate owners and majority stockholders 
who wish to take advantage of this 
privilege in their property plans: 
1. What value will be assigned to my 
stock for estate tax purposes? 
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2. What will be the estate tax value of 
my “gross estate?’ 

The first total must be greater than 
35% of the second; otherwise, the 
privilege will be closed to the taxpayer 
and his estate. If the two totals should 
prove to be out of balance—a point 
that should be rechecked at regular in- 
tervals —- immediate corrective steps 
should be taken. These might take the 
form of intra-family gift programs, 





capital contributions to the corpora- 
tion, the acquisition of additional 
stock, etc. 


Practical Conditions 


The most important of the practical 
conditions is that the corporation be 
armed at the stockholder’s death with 
sufficient funds to supply the execu- 
tor’s need for cash to meet the estate 
tax payments. This condition requires 
immediate planning. This may take 
several different forms: 

1. The establishment of a sinking fund 
through annual credits and the pur- 
chase of temporary term insurance on 
the stockholder’s life. 

2. The purchase of regular life insur- 
ance on the stockholder’s life 

3. The immediate creation of a cash 
fund through loans and regular amor- 
tization. 

t. The conversion of fixed and surplus 
investment assets to liquid assets. 


Conclusion 


In conclusion, may I reiterate three 
comments that have appeared in one 
form or another in the discussion: 

1. This new privilege grants matchless 
money-savings and estate benefits to the 
stockholders of every “closed” and 
“family” corporation. 

2. It was put in the law expressly to 
benefit “closed” and “family” corpora- 
tions. 

3. It gives to every affected taxpayer the 
opportunity to ensure the future con- 
tinuity and existence of his corpora- 
tion—his family’s uninterrupted con- 
trol and ownership of it. 
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TECHNIPLAN 


UNITED AIR LINES Wrote the words to describe their satisfaction with Globe-Wernicke 
Techniplan Engineered Modular Office Equipment in their executive offices 
at Chicago Airport, and mentioned “probability of adoption broadly throughout 
our system.” 


engineered 
modular 
offices 


SPACE SAVING problems are fairly com- and _ business visitors—a proud, mod- 
mon these days. Like other Techniplan ern, tasteful harmony of smooth lines 
users, United Air Lines solved the space —_ and color. 

problem, but also experienced other — stee, or wood Techniplan—choice of 


important advantages. equipment for any office requirement 


PRIVATE and semi-private offices are ©—all modular interchangeable units, 
available with Techniplan interchange- _ interlocking, with or without partitions, 
able partitions, require no extra space. _ and readily rearranged at will, without 
And every worker is provided with in- — special tools or skill. 


creased working surface. 

HIGH MORALE is another attendant bene- 
fit usually reported by Techniplan users. 
Office workers perk up with Techni- 
plan convenience-efficiency. 


ASK FOR FACTS about Techniplan from 
your Techniplan dealer, listed in your 
classified telephone directory under 
“Office Equipment.” Or make request 
on your letterhead 
FINE APPEARANCE fits Techniplan equip- directly to Globe- 
ment for installations exposed to public | Wernicke. 







This book gives comprehensive description of Techniplan 
modular equipment and its application. Write Dept. 1M 
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Engineering Specialists in  Y 
Office Equipment, Systems 


and Visible Records 


(Circle 774 for more information) 


Cincinnati 12, Ohio 
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COVER STORY 


Editor's Note: Well known to most busi- 
nessmen is the practice of having sales- 
men rent cars when travelling to remote 
cities "on the road." Less well known is 
a rapidly growing industry which permits 
a business to rent or lease both trucks 
and passenger cars, thus relieving a firm 
of the necessity for owning and maintain- 
ing their own transportation equipment. 
The following article opens a new area 
for business management to examine and 
explore with an eye to the release of 
capital investment and to operating 
economies. 


Gu During recent months, 
a representative group of businessmen 
have been interviewed by Management 
METHOpDs on their experience with the 
lease or rental of trucks and salesmen’s 
cars. In most instances, these men 
have found it difficult to report their 
experience on a dollars and cents cost 
Often, the benefits are of an 


lend 


basis. 
intangible nature and do not 
themselves to accurate cost accounting. 
But the over-all reaction, crystallized in 
the following statement of the presi- 
dent of a large food firm, seems to 
prevail: 

“IT was brought in from the outside 
to take over as president of our firm. 
In the first couple of months I began 
to wonder if our business was food o1 
transportation. We owned our own 
fleet of trucks and salesmen’s cars. We 
rented a large garage and had our own 
staff of repair and maintenance men. 
The amount of executive and account- 
ing time devoted to this end of the 
business was way out of balance. Peo- 
ple who should have been concerned 
with the problems of manufacturing 
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It will cost you less 


To rent 








your trucks and salesmen’s cars 


THE TREND IS AWAY FROM OWNERSHIP AS FLEET OWNERS COMPUTE COST OF 


SUPERVISION, ACCOUNTING AND INVESTED CAPITAL 


and selling food were being diverted. 
Now we lease our trucks and, within 
a few months, we'll have all of our 
salesmen traveling in leased passenger 
vehicles. When all the figures are in, 
the change-over should show a tidy 
profit. More important, however, we 
have released administrative time.” 


Leasing Salesmen's Cars 

Since the practice in most companies 
is to have salesmen own their own cars, 
and allow them a fixed rate per mile 


Typical fleet of leased trucks frees capital for Agar Packing and Provision Corporation. 


> 
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for travel, let’s compare this plan with 
leasing. 

One of the large leasing companies 
reports the following case history of a 
typical firm with forty-five salesmen- 
The firm 
normally allows an eight cent a mile 
Salesmen 
thirty thousand miles yearly in their 
work. Using the eight cent figure, it 
cost the firm a total of $108,000, or 
$2,400 per car before they changed to 
Now, on a rental basis, the 


owned cars in operation. 


allowance. normally drive 


leasing. 


Si te 





same number of cars cost the company 
only $36,990. This is 
monthly rate of $68.50 per car or 
$822 per year. For gas and oil, the 
same 30,000 miles costs only $450 a 
year for it was found that on the lease 
plan salesmen seem to average 25% 
less mileage. Cost for gas and oil was 
figured at two cents a mile. 


based on a 


Thus, 
at a cost of $1,272 per car per year, 
the total cost was only $57,240 annu- 
ally—a clear total saving annually of 
$50,760! 


(next page, please) 
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Job-engineered, this leased truck is specifically 


designed for bakery company. 


Comparative costs for the same forty- 
five cars if company owned, are less 
clear cut. It is known that the com- 
pany would save $19,170 annually just 
on operating the cars for factors like 
interest, license plates, taxes, deprecia- 
tion, and insurance. But this does not 
include the initial investment for each 
car or the savings on gas and oil. 

The leasing firm reporting the above 
case offered two plans, one with full 
maintenance and the other with no 
maintenance but a rental cost of $1.77 
a day. The first plan, according to the 
company, is becoming increasingly 
includes periodic 
check ups, insurance, all license fees, 
complete maintenance, tires, and even 
a survey on how to cut operating costs. 


popular since it 


Tax Deduction, Too 

While release of tied up capital is 
a prime consideration, the fact that a 
leaser can claim a 100% tax deduction 
for the cost of leasing is an important 
factor in considering costs. A large 
chemical firm puts it this way, “Our 
company uses rental services because 
it cuts down costs. The cars cost us only 
$300,000 a year, paid monthly, instead 
of $1 million outright if we had to buy. 
We know our exact transportation 
costs without detailed bookkeeping and 
the amount is 100% tax deductible as a 
big expense. 

An oil tool firm in the southwest 
Says it uses leasing because: ‘It does 
away with big capital investment in 
machines. Each year, each salesman 
has a new car. A new car makes the 
salesman feel better and gives our cus- 
tomers confidence in our company. Be- 
ing able to pay for cars on a monthly 
basis enables our firm to estimate costs 
better and thus is an aid to budgeting. 
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A salesman will cover more territory, go 
through mud and over rough terrain 
for short cuts, if he is not risking his 
own car. If the car is his own, he may 
be unhappy with the amount given for 
mileage—this will affect his work. If 
the car is lost or damaged in a wreck, 
the rental company will provide a new 
car within 48 hours at the point of 
loss. This saves time and sales that 
might have been lost if the salesman 
had to wait for insurance or had to go 
back to the main plant and pick up 
another car.” 


Truck Leasing 

The case for truck leasing as opposed 
to company ownership, is well expres- 
sed in the case history of the Happy 
Day Laundry & Dry Cleaners, of Nash- 
ville, Tennessee. Mr. James L. Lowe, 
a partner in the firm, reports they have 
been leasing their trucks since 1932. 
Operating seventeen trucks, they cover 
176,000 miles annually. On the basis 
of their experience, Mr. Lowe says ad- 
ministrative advantages, including re- 
leased company capital, dependable de- 
livery service, and improved route man 
morale, are the chief factors favoring 
truck leasing over direct company 
ownership. 

This firm first became aware of truck 
leasing when the idea was still in its 
infancy. In the depression year 1932, 
laundry profits were at a low ebb, but 
repair and maintenance bills for their 
nine truck fleet indicated their trucks 
would soon have to be replaced. To 
avoid the heavy capital expenditure, 
Lowe leased a fleet of nine new units 
and sold the old fleet. 

“Release of company capital previ- 
ously tied up in trucks and truck main- 
tenance was one immediate advantage 
of leasing,” he reports. ‘““Those funds 
invested in laundry equipment result- 
ed in greater business volume and ulti- 
mately greater profits. 

“But there are other benefits, too: 

1) Elimination of extra bookkeeping, 
because truck leasing costs are known 
in advance. The leasing company pro- 
vides a weekly bill. 

2) Leased equipment is job engi- 
neered so that the right truck is avail- 
able for the right job. 

3) The morale of route men, and the 
efficiency of salesmen, are improved by 
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Wherever paper work requires more 
than one legible copy, a Colitho Busi- 
ness System can be used to speed the op- 
eration, eliminate transcription errors, 
and cut clerical costs. Colitho paper 
offset duplicating plates, plain or pre- 
printed, can be incorporated in single, 
multiple part, flat pack or roll forms. 
Colitho Business Systems provide for 
variables and blockouts, deletions or 
additions. Partial information can be 
added at any time. All business paper 
work lends itself to simplification 
through a Colitho System. * 


Regardless of the kind of business you 
are in, Colitho Systems offer time and 


Please send information. 


SOUP ARIAS ASSUBLON 





| 


money savings if purchasing, manufac- 
turing, distributing, selling, billing and 
accounting. For more. information, 
mail the coupon attached to your busi- 
ness letterhead. 
*Where spirit duplicating equipment is 
used, the same results can be obtained 
with a Columbia Ready-Master System, 


Colitho Division 
CoiumsBiA Rippon & CARBON Mra. Co., Inc. 


OFFSET, DUPLICATING 


Co a a PE AND SP 


olitho Division, COLUMBIA RIBBON & CARBON Mra. Co., Inc, 
111 Herb Hill Rd., Glen Cove, New York 
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Our duplicating equipment is: Offset [] Spirit 
Name 
Company 
Address 
Zone. State 
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What happens when bank customers mutiny? 


Calming a line squall takes more than tact — it takes 
a system. New York’s Seamen’s Bank for Savings 
found that system in McBee Keysort. 


Formerly a clerk had to fill in amount, number 
and payee’s name on each teller’s check or money 
order, then again on a tally. It took 5 minutes. 

Today, with McBee Keysort checks and money 
orders, it takes less than a minute for Seamen’s 
special check writing machine to print date, amount 
and signature on the Keysort form. The teller need 
merely fill in the payee’s name (carbon-copied on 
customer’s receipt and unit register) and detach the 
unit register for filing. 

When checks and money orders return to the 




















bank they no longer have to be handsorted for 
reconciliation. The bank sorts them en masse (easy 
with Keysort), compares each with the unit register, 
then deletes the unit register. Reconciliation takes 
one-tenth the time it used to. 

Basis of the Keysort system is a marginally 
punched card. When notched, the precoded holes 
along the edges of these cards yield a wealth of data 
. . . easy to classify, summarize, file, find and use. 

With present personnel, without costly installa- 
tions, Keysort cards and machines provide manage- 
ment controls at less cost than any other system. 


Ask your McBee man for a frank estimate of 
McBee’s advantages to your business. Or write us. 


THE McBEE 
COMPANY 


Sole Manofacturer of Keysort—~ 
The Marginally Punched Card 
295 Madison Ave., New York 17. 








Offices in principal cities. 
The McBee Company, Limited, 
11 Bermondsey Road, Toronto 13 
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the excellent mechanical condition in 
which the leased trucks are kept. Time 
they formally expended as part-time 
mechanics can now be devoted to sell- 
ing. 

“The value of leasing was brought 
home to us during World War II,” 
Lowe says, “when our supplier kept us 
in prime running condition and able 
to serve all our customers. Our com- 
petitors, beset with chronic shortages 
of gas, parts and other essentials, fre- 
quently had to take their trucks off 
the street.” 


Well Worth Investigating 


The unanimity of enthusiasm fon 
leasing over ownership seems to indi- 
cate that any company operating a 
sizable number of cars or trucks will 
find non-ownership well worth investi- 
gating. In comparing costs, the gov- 
erning factor will be the adequacy of 
your present cost accounting system. 
Most large firms seem to be able to cost 
account their experience with owner- 
ship. Smaller companies, with less ade- 
quate records, will have to estimate. 
The very considerable factor of execu- 
tive and administrative time released, 
plus the reduction in capital invest- 
ment, in these latter cases may well 
be the deciding factor. 


Other Advantages 


While all sources stressed low cost 
as the primary advantage of a lease 
operation, other factors were men- 
tioned. For example, in a tight labor 
market the offer of a company cat 
(owned or rented) may be the hiring 
point. Also, leasing simplifies record- 
keeping, since company ownership of 
cars puts a premium on proper main- 
tenance which can be achieved only 
with periodic reports on car condi- 
tion, service records and good follow- 
up. The accounting load of deprecia- 
tion adjustment, purchase, and sale of 
cars is naturally lessened. 





WANT MORE INFORMATION 
about anything in this issue? 
Use the post-paid Reader Service 


Card bound in every copy of 
METHODS 
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HELP FOR THE FIRM ABOUT TO 


Editors Note: Important as the methods 
man is to management's scheme of 
things, there is no one good starting 
point for predetermining a methods 
man's ability. Methods men don't have 
"diplomas." Until our universities do 
something about this technological ana- 
chronism, companies who want to employ 
methods men will have to hire mainly on 
experience, rather than on education. 
Here is a guide to follow. 


qu recent years, meth- 
ods has, increasingly, taken on the at- 
tributes of a profession. Usually, a 
methods man becomes a methods man 
only by bestowing the title upon him- 
self. Understandably, many incompe- 
tents have been given jobs in the field 
because of the difficulty of screening 
applicants. 

Companies employing Management 
Consultants often delegate the hiring 
of a methods man to them. Others re- 
fer the job to qualified employment 
Either plan is good. But 
if you plan to do the hiring yourself, 
you will have to throw away your book 
of hiring rules and adopt some new cri- 
teria. 


counselors. 


What is a Methods Man? 

So many different titles are used to 
define the same job—systems analyst, 
procedures analyst, systems engineer, 
methods accountant—that a definition 
is needed. 

Let’s assume that the man you want 
will deal with paperwork only. Since 
paperwork covers both plant and office, 
he’ll work in both areas. 

Next, accept the fact that the new 
employee will be a staff, not a line 
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man. He will not operate a depart- 
He will report to a staff officer, 
preferably a controller or a treasurer. 
He will not be directly concerned with 
materials handling, or accounting, or 
purchasing. It is preferable that he 
not be an office manager. 

With this in mind, the ‘caliber’ of 
the position you want to fill will have 
to be determined. Do you want a 
true Methods Director? If so, you may 
have to pay $15,000 a year to get a man 
If your 
needs or wants are not in that plane 
then it’s possible to hire a competent 
technician for as little as $4,000 a year. 


ment. 


How to Judge Experience 

While methods experience is essen- 
tial, it is not necessary to look for a 
man in the same industry as yours. The 
equipment, skills and duties of meth- 
ods men are basically the same in every 
firm. What’s more, procedural prob- 
lems in various types of businesses have 
All can be re- 
duced to methods of accumulating, or 
ganizing, locating, tabulating, and dis- 
seminating information. ‘The product 
you make or the service you sell only 
changes the subject matter—not the 
basic techniques that can or should be 
used. 


an amazing similarity. 


In some cases, it is much better to 
employ a man with varied background 
certain 
fixed pat- 
A fresh approach is desirable. 


and experience. ‘Too often 
industries tend to follow 
terns. 
In other words, all other things being 
equal, the man who might be consid- 
ered a 


oftentimes a good prospect for a meth- 


“drifter” by normal standards is 


ods job. (next page, please) 





Keep INACTIVE RECORDS 
Quickly Accessible with 


EV AILEY AA 


Self-Stacking TRANSFER FILES 






The Only Fibre-Board 


DRAWER FILE 


that “builds its own steel 
shelving as you stack it 


No. 511 LETTER size 
UNITs are self-stacking 
with factory applied 
steel side-plates and hor- 
izontal stackers bearing % 

total drawer content s 
weight at four points. ~ 
© ae ee OF 

No matter how high you stack these new TRANS- 
FER FILES, each drawer works perfectly ...no 
bulging, no sticking. Each unit is complete, yet 
each becomes part of a sturdy steel structure. 
Units can be bolted side by side. Metal drawer 
pulls, and grey finish on corrugated fibre- 
produce neat front office appearance. 


Write for details and price list. 


BANKERS BOX COMPANY 


720 S. Dearborn Street Chicago 5, Illinois 
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PAYCHECK "OUTLOOK" 
ENVELOPES 


Eliminate Time and Expense of Ad- 


dressing, also chances for Errors. 


Paycheck “Outlook” Envelopes are abso- 
lutely opaque; essential 
when wages are paid by 
check. Nothing shows but 
the employee’s name. This 
improves personnel rela- 
tions. 


Send for Samples 
and Prices Today 
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"...Move Work of Filing 
To The Operator 





with ROL-DEX* by Watson— 
Modern Card Trays on Rollers!” 


from a recent Modern Design issue of 
Baltimore and Ohio Magazine, published 
by the Baltimore and Ohio Railroad. 





In the Central Traffic Bureau; a few of the 21 ROL-DEX units at the Baltimore & Ohio Railroad. 


Production per worker increases 25 to 55% with ROL-DEX by 
Watson, the modern method of housing records. At finger-tip touch 
records roll to the seated operator. Units are custom built for both 
large and small quantities of records. ROL-DEX by Watson pays 
for itself by increasing production and saving up to 45% in record 


keeping costs. Investigate ROL-DEX now. 






*Pat. and Pats. Pending 


| 
= | 
! 
See ROL-DEX at the ; WATSON MANUFACTURING CO., Inc. 1 
i Rol-Dex Division, Dept. M-4 ; 
M c ; Jamestown, New York 1 
OMAC Convention— 1 Please send me information about ROL-DEX rolling units. ; 
' 
1 
' 
Chicago, Mar. 2, 3, 4, 5 , Company -------------------------------------------=- ! 
; OSS SI EES ee: eee oo 1 
Conrad Hilton Hotel ; ES yg tee ee : 
4 
: 1g aes eS Ee Pee OOS) setae a ' 
‘ 


Watson also builds a complete line of filing cabinets 
and courthouse, bank and hospital equipment. 
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Experience Check-List 

To justify the use of the title, there 
are certain basic things every methods 
man should know. You will have to 
use your own devices for determining 
the honesty of the man you are inter- 
viewing, but here are some points you 
should ask him to demonstrate famil- 
larity with: 

1. Does he have at his finger tips knowl- 
edge of the many alternative ways for 
doing office work, and is he familiar 
with the various suppliers of equip- 
ment to implement them? 

2. Does he have a working knowledge 
of accounting and statistics? 

3. Does he know where to look for in- 
formation on office equipment and 
supplies—both standard and obscure 
items? 

4. Does he know how to design and re- 
design all types of forms, and is he pro- 
ficient at paste-up? 

5. Does he have experience with typo- 
graphic composition, duplicating, and 
printing production techniques, and 
does he know the capacities and limi- 
tations of the various processes? 

6. Does he have a working knowledge 
of graphic presentation? 

7. Does he recognize “forms control” 
as his basic responsibility? 

Ask him for samples of his previous 
work and satisfy yourself that they are 
his samples. Ask him for any _pro- 
cedure manuals he has written—any 
methods man worth his title has writ- 
ten them. Read them yourself and 
see if they are sufficiently well organ- 
ized so that their meaning is clear to 
you. Does he speak and write clearly? 
Are his charts and diagrams under- 
standable? 

This question of “understandabil- 
ity” is vital. Your methods man is go- 
ing to be a teacher—to your manage- 
ment, your clerical employees, and 
yourself. 





Can He Sell His Ideas? 


The fact-finding, testing, and instal- 
lation phases of methods improvement 
will bring the methods man in direct 
contact with your personnel at their 
work places. Judge whether he can 
allay the feeling of intrusion and pry- 
ing, and obtain cooperation through 
stimulating a desire to participate in 
his work. 


By the same token, ideas—no matter 
how fine—are useless unless they are 
implemented. Many a methods man 
who deplores the reluctance of his 
management to accept his ideas has 
simply done a good job of selling them. 
Resistance to change is present in all 
levels of a business organization as it 
presents a threat to the security of a 
job that would otherwise be safe if 
the present methods and _ procedures 
were maintained. It is very important 
that your methods man be both willing 
and able to stick his neck out and then 
negotiate effectively at top levels. 





Professional Awareness 

Almost every experienced methods 
man will have a personal technical 
library of from 30 to 50 books covering 
subjects such as graphic presentation, 
drafting, industrial engineering, ac- 
counting, postal regulations, form de- 
sign, and records management. 
Though you may know little of the 
titles of books he should own or the 
magazines he subscribes to, you might 
ask him to mention a few to estimate 
his familiarity with them. 

Ask him what associations or organi- 
zations he belongs to and to what ex- 
tent he participates in their activities. 
Among those mentioned should be at 
least a few of the following: The Sys- 
tems & Association of 
America, The National Office Manage- 
ment Association, the American Man- 
agement Association, The National As- 
sociation of Cost Accountants, and the 
National Machine Accountants Associ- 


Procedures 


ation. 


Watch Out for "Yes Men" 


Though you want a man who can 
intrude without being intrusive, re- 
member that you are looking for a per- 
son who must find and solve hidden 
problems, iron out bugs, often disa- 
gree with current practices and intro- 
duce new ideas. There’s such a thing 
as being ‘‘too agreeable.” In business 
politics, the man you are going to hire 
will be a part of the “loyal opposition” 
and he should appear to have the 
strength of his own convictions. 


Conduct Your Interview “On Tour" 
Hiring a methods man is a very 
serious matter. If you think he has 


methods 














possibilities, show him through the 
company during working hours. Ex- 
plain your general procedures. Discuss 
problems that have been bothering you 
and appraise him in view of his com- 
ments. ‘This is the best way to find 
out what he knows and what he can 
do. You'll soon find out if he’s the 
man for the job. For you, it may be a 
long drawn-out affair, but refreshing 
and highly educational. 

A man worth his salt will want to 
know precisely how you plan to fit him 
into your organization. As’ mentioned 
before, he should report to a top level 
executive who can strongly influence 
the purchase of new equipment and 
methods. What’s more, he can expect 
and should ask for adequate clerical 
help to do his job. A full time clerk 
of his own is preferable. He should 
also ask for and expect adequate work- 
ing space for desk, files and a drafting 
board. The best way to “torpedo” a 
methods man from the start is to place 
him in a corner behind the files, with- 
out adequate help, and in a position 
where he looks inferior to the rest of 
the office staff. 


How Much to Pay 


As reported before in METHODS (Do 
I need a Methods Department?, April, 
1952) salaries vary widely depending 
upon experience and responsibility. In 
very large corporations, a Methods Di- 
rector in charge of a sizeable depart- 
ment may ordinarily expect between 
$10,000 and $20,000 a year. A meth- 
ods analyst, working under direction, 
or as a one-man operation, can expect 
$6,000 to $9,000. Men and women em- 
ployed in forms programs, who can 
also draft, can be expected to ask from 
$3,500 to $5,000 a year. Incidentally, 
with the preponderance of women 
handling the routine paperwork in 
business, a female methods analyst may 
fit into your organization. There are 
relatively few methods girls around, 
but don’t exclude them from your 
search. 

For a one-man methods operation, 
a good rule-of-thumb is to pay your 
man as much as an Assistant Con- 
troller in your firm. Certainly, he 
should earn enough to command the 
respect of the higher echelon execu- 
tives with whom he must deal. 
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THE NEW BOOK 
SHOWS YOU HOW 
CONTROL YOUR SPAKE 











This new Mills Catalog shows you 
how to make your space layout per- 
manently efficient by mobilizing it 
with Milis Movable Walls. * 





Mitts MOVABLE WALLS GIVE YOU 


OUR office layout is truly efficient only if it | and attractive in appearance, require practically 
can be readily adapted to changes in your no maintenance—yet they can be moved quickly, 


space requirements. Such changes are inevitable— _ easily and at very low cost. Complete changes in 
they occur frequently in every type of building. layout generally can be accomplished in a matter 
Mills Movable Metal Walls enable you to control of hours, overnight or during a week end, without 
your space to fit your changing needs. They interrupting normal business activity. 


are permanent in function, distinctively modern THE MILLS COMPANY, 982 Wayside Road, Cleveland 10, Ohio 


& bi * Write for your copy today. 




















MILLS |MoveeG| METAL WALLS *:." Mills Catalog in 
eR Sweet's Architectural File. 
YX, 
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Could You Use 1/3 
More Filing Space ? 
Let Us Show You How 








One third of all old records have been 
found to be worthless, according to our 30 
years of experience with a wide variety 
of business. In other words, you could 
throw out 1/3 of all your old papers and 
never miss them. Let our analyst study 
your files, then prove how easily you can 
save time -- space — money — supervisory 
time. We do not sell equipment; ours is a 


nationally known, skilled, professional 
service for developing fool-proof filing 
systems. 


Write today for FREE Bulletin, “‘What Files 
to Keep”’. 


RECORD CONTROLS, INC. 
209 So. LaSalle St., Chicago 4, Illinois 
Room 805, 514 Fifth Ave., New York 18, New York 
(Circle 799 for more information) 





you hang clothes-- 
you hang pictures-- 
you hang curtains-- 


hang your 
FILING FOLDERS, too! 








FOLDERS HANG 


BY THESE HOOKS 
ON FRAME 


THAT FITS ANy 
FILE DRAWER 


Speeds filing 20% to 50%, 
cuts filing costs in half. 


Oxford PENDAFLEX® 


HANGING FOLDERS 


See your office equipment dealer 
for TRIAL DRAWER installation 
OXFORD FILING SUPPLY CO., INC. 

87 CLINTON ROAD, GARDEN CITY, N. Y. 
Send free catalog and name of nearby dealer 
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A SYSTEM TO SIMPLIFY ORDER DEPARTMENT PAPERWORK 


De you use county-coding 


for sales control ? 


Editor's note: The cleverly worked out 
system described below is used for so 
many different purposes that a definitive 
title is almost impossible. Generically, it 
might be called A _ Territory Locator 
System. It will be of particular interest 
to any firm using a numerical county code 
for its territories and salesmen. 


In June, 1952, Management METHODS 
reported the Magnus Chemical Com- 
pany's pricing card system. Since this 
method is a close corollary to the one 
described below, interested readers may 
want to refer to that article as well. 


CE Pe yourself in the 
position of an Order Clerk for the 
Magnus Chemical Company when an 
order comes in from a new customer. 

Here are a few of the questions that 
the clerk has to answer immediately 
when the order reaches his desk. Who 
is the salesman? Who is the override 
salesman? Does the salesman get a 
regular or special commission? What 
is the county code? How does the in- 
dustry involved affect the salesman to 
be commissioned? Is the county from 
which the order came split among sev- 
eral salesmen? 


The Old Method 


Under Magnus’ old method, the 
clerk would first look up the account 
in a Salesman’s Territory Book to see 
if the county was in the order writing 
salesman’s territory. If not, she would 
try another salesman in that state and 
go down a list of counties. The pro- 
cedure took time and was further com- 
plicated by the fact that almost every 
territory had “exceptions”. This re- 
quired reading through notices of such 


exceptions and recent changes in them. 


These changes were made by 
system and seldom were two sa 


a notice 
lesmen’s 


territory books alike and up-to-date. 
The firm’s advertising department 
found its job equally complicated un- 
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MAGNUS CHEMICAL CO.. INC. 





showing counties in Michigan, with all pertinent commission information. 
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referred to on card above. Wayne County, heavily industrial, is special. 
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der the old plan. When an advertis- 
ing inquiry came in it was an involved 
reference operation to establish the 
county and the salesman to whom it 
should be directed, and mistakes often 
crept in. 

The New Method 

A glance at the ‘State Sales Terri- 
tory Card” (see cut) will reflect the 
simplicity and economy of the new 
method. 

A set of cards has been created for 
each state, each card, having space to 
list 15 counties. The counties are listed 
alphabetically for ease of reference. 
When the clerk finds the pertinent 
county, she automatically obtains the 
county code number, and the commis- 
sion status for that county. Using the 
card illustrated, for example, Van 
Buren County, in Michigan is code 
number 71, and salesman number 253 
draws regular commission on business 
in that county while salesman number 
71 draws an override. If an unusual 
condition exists in a particular county, 
as in Wayne County, a supplementary 
special card of a different color is re- 
ferred to in the “remarks” column. 
This special card (see cut) details the 
conditions for that county. 


Always Up-to-date 

The frequent changes in salesmen 
and commission situations are cen- 
trally monitored to eliminate the for- 
mer confusion and lack of uniformity 
in the records. Where a _ notice of 
change was formerly sent to the 12 dif- 
ferent order clerks, each with a record 
of her own, changes are now made by 
one person. A “master” for spirit du- 
plicating is created for each card. 
Twelve copies are run off and distrib- 
uted to the clerks. When a change 
occurs, a new master is made, or an 
old one is corrected, new cards are 
duplicated, and the old cards are re- 
moved from each of the files when the 
new cards are inserted. 

Speed of reference to the file is fur- 
ther improved by the use of “magnetic 
cards.” There is a small piece of 
magnetized foil laminated inside the 
card. The cards tend to fan-out (like 
magnetic poles repel) and can’t stick 
together. Thus, they are easy to find 
and equally easy to remove or insert. 
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bw to record your telephone calls 





Of course you want “carbon cop- 
ies” of your important phone calls— 
just as you want carbons of your let- 
ters. Actually, it is the easiest thing in 
the world to do. Here’s how it works: 

Your Audograph is turned on 
through the day, ready to record dic- 
tation, instructions, notes and ideas. 
An important call comes through. 
You just flip the switch on the con- 
trol station. That’s all. 

Automatically, your Audograph 


match 


The world’s most versatile dictation instrument 


starts operating — recording both 
ends of the conversation with radio 
clarity on a paper-thin plastic disc. 

Later, if you decide you want the 
recording filed, routed, or transcribed, 
you pick up the Audograph micro- 
phone and add these instructions to 
the same disc. 

There’s never any doubt of what 
was said. You have positive con firma- 
tion of the facts, dates and figures. 

Audograph is the complete elec- 


tronic soundwriter that revolution- 
ized the industry, It is so convenient 
and versatile that new uses are still 
being discovered. You'll use it on 
trips or at home—even in your car. 
Wherever and whenever you work 
best, Audograph is ready to help you. 

In fact, once you’ve seen and tried 
the Audograph, you'll agree it is an 
essential executive tool for the effi- 
cient communication of ideas. 


GET THIS NEW FREE BOOKLET! 


The Gray Manufacturing Company 
Hartford 1, Connecticut 


Please send me your illustrated Booklet J-1 “How 
to Talk Yourself out of Time-Taking Work.” 











NAME 
AUDOGRAPH* sales and service in 180 U. S. cities. See your Classified Telephone 
Directory under ‘*Dictating Machines.’’ Canada: Northern Electric Co., Ltd. Abroad FIRM TITLE ERs = 
Westrex Corp. (Western Electric Co. export affiliate) in 35 countries, Audograph is 
made by the Gray Manufacturing Company — established 1891 — originators of the 
Telephone Pay Station, *TRADE MARK REG. U.S, PAT. OFF. ADDRESS CITY 
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sharp copies in any quantity desired — 


cuts running costs to the bone. 





INKING ... prevents 
ink-stained hands. 





I like RONEO... 
because now, for the 
first time, I can actually 
MIMEOGRAPH 
WITHOUT STENCIL- 
CUTTING. Thanks to 
the RONEO-TRONIC 
process, fine quality 
reproductions of halftones 
— pictures or 
photographs — are now 
possible on a stencil 
duplicator. Write for 
complete details. 





DEALERS NOTE! 
Choice franchises still available. 


ADDO MACHINE COMPANY, INC 
145 West 57th St., New York 19,.N. Y 


4ddo-X Adding M: 
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. THE MOST VERSATILE 
DUPLICATOR EVER DESIGNED. Efficient, 


fast and automatic, it delivers clear, 


I like RONEO’S AUTOMATIC 


I like RONEO’S 25 SECOND 
COLOR CHANGE ... 
it’s sure, fast and oh, so easy. 


I like RONEO’S AUTOMATIC 
COUNTER AND SHUT-OFF 

. . what a convenience — 
saves time all around. 






its low price 


tly +690 


* Model 500 shown with 
FULL REAM FEED 
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Are you open to suggestion ? 
"SUGGESTION DAY" PRODUCES 1580 ENTRIES 


HMM Ou can probably point toa suggestion 
box in your office. Maybe more than one. But have you 
ever thought of setting aside a special day for sug- 
gestions? 

A few months ago at Remington Rand’s largest busi- 
ness machine plant at Elmira, New York, a “Suggestion 
Day” was held. Fifteen hundred and eighty suggestions 
were received. The volume, viewed alone, is impressive; 
but the quality of the ideas contributed by new sugges- 
tion customers meant more. Altogether, 71 ideas were 
accepted, representing an audited annual savings of $24,- 
136.69! Employees were paid $2,780 for their ideas. 


But That's Not All 

The “Day” was a success for more reasons than the 
fact that it was profitable in an immediate dollar and 
cents way. For example, nearly 50% of the suggestions 
came from people never heard from before. (Statistics 
from surveys of the National Association of Suggestion 
Systems show that once an employee begins turning in 
suggestions, he continues to do so.) 

Plant management expected a material slump in sug- 
gestions immediately after the big day was over. Ac- 
tually, volume the day after was normal—the average 
intake for the suggestion box prior to the contest. ‘The 
following day and each day thereafter, normal volume 
tripled. In the next 25 days, nearly 400 more suggestions 
came in! In other words, there was new life in the sug- 
gestion box because the old standby have been drama- 





tized. 


Typical Suggestions 

Suggestions covered all aspects of operations from 
production, to safety, to working conditions, to elimina- 
tion of paperwork. 

Here are a few typical cases: 

. A woman worker queried the need for a certain 
operation of drilling and tapping. Examination proved 
that it was an operation held over from a_ previous 
model typewriter manufactured in the plant and was no 
longer needed. 

. A shop worker suggested that standard parts in- 
stead of specials be used to eliminate an expensive hand 
grinding operation for certain type-characters on the 
typewriter. 

...A first-time suggestor offered the idea that four cut- 
ters be added to a milling machine to eliminate a grind- 
ing operation on typewriter carriage rails. 


“ma-co” 


THE MAGNETIC COPYHOLDER 





AND I’M CUTTING COSTS TOO 


AMAZING NEW COPYHOLDER 
USES MAGIC OF MAGNETISM! 


The Ma-Co Liner, sensational new copyholder, 
speeds copying and transcription time — makes 
filing a breeze — whisks away “copying lag.” 
Finger-tip control moves lines up or down paper. 
Adjustable base holds paper or notebook at any 
personally preferred angle for worker. Captures 
one or more lines at a time. It’s new, it’s almost 
Magic! See your stationer now, or write: 


THE PETTERSEN MFG. CO. 


631 Milpas Street, Santa Barbara, California 


(Circle 784 for more information) 
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more 
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about anything in this issue? 


Every advertisement, and most 
editorial stories, have a key 
number which you will find be- 
low the story or the advertise- 
ment. These key numbers are 
also listed on the Reader Service 
Card bound into the front of 
this issue. Circle the key num- 
ber, or key numbers, on the 
Reader Service Card and fill in 
your name, address, etc. Post- 
age is paid. 
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Why send statements when 
customers pay by invoice? 


submitted by W. P. McEniry 
The Vollrath Company 
Sheboygan, Wis. 


Mailing statements in time to reach 
customers before the 10th of each 
month usually produces a_ peakload 
problem in most firms. Costly over- 
time is the result. Although employ- 
ees in The Vollrath Company took 
pride in meeting the deadline, and did 
meet it, the forthright plan of ap- 
proaching customers with the sugges- 
tion of “No Statement” has consider- 
ably relieved the overload pressure. 

Management decided to circulate 
customers with a card (see cut) with 
the hope that many would not require 
statements. Two thousand business 
reply cards were ordered at a cost of 
$15.70. They were stuffed with month- 
end statements. The results were sur- 
prisingly satisfactory. Approximately 
840 replies were received at a postage 
cost of $16.80. A total of 329 customers 
indicated that they did not require 
statements. This will save Vollrath 
cash outlays of 314 cents each for 
stamp and envelope, or about $125 per 
year. A return of 380% on an invest- 
ment of only $32.50! The major sav- 
ing 1s the reduction of 18% on state- 
ment folding, stuffing and mail meter 
time during the peakload of mailing 
statements. 

Each customer that does not require 








GENTLEMEN: 
A number of our customers have advised us that they do not 
require monthly statements. 
With the purpose in view of discontinuing monthly state- 
ments where not required, will you kindly indicate below 
your requirements. Please sign and return this card to us at 
your convenience. 
THE VOLLRATH COMPANY 

STATEMENT REQUIRED 

Yes 


No oO Signed 





Name of Company 
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a statement has a code marked on his 
addressograph plate so that when 
statements are pulled, these may be 
referred to the credit department for 
review. If the credit department has 
no need for them, the statements are 
then discarded. 

The Vollrath Company’s success in 
their initial mailing is not unusual. As 
reported in METHOps last month, many 
companies are omitting statements 
after asking customers if they are will- 
ing to do without them. Since most 
small firms pay only on invoice, and 
never refer to statements provided, 
much unnecessary paperwork can be 
eliminated by a little courage on the 
part of management. 
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Home office direct mail 
carries dealer imprints 


A new idea in direct mail advertis- 
ing, designed to eliminate the 30% 
to 50% waste which can often handi- 
cap a manufacturer’s dealership cam- 
paign, has been incorporated in a new 
machine. ‘This machine addresses 
mailing pieces and imprints dealers’ 
identifications on the reverse side, all 
in one fast run through the machine. 
Thus, the main problem in home office 
mailing has been eliminated. 

Theoretically, decentralized mailing 
operation brings closer control of 
lists, but in actual practice the benefits 
are more than offset by the human 
factors. Dealers often fail to main- 
tain lists properly, mail material too 
late, or forget it entirely. In addition, 
the cost of imprinting the literature 
($5.00 to $12.00 per thousand) may 
also be an inhibiting factor, as may be 
the actual addressing. 

By assuming the maintenance of 
dealership lists, several manufacturers 
now claim these advantages in addi- 
tion to actually getting the material 





into the mail on time and to the right 
persons: 

1) Centralized operation eliminates 
the problems of meeting varying local 
postal interpretations. 

2) Close control of the address list 
is assured since the operations of list 
cleaning and maintenance are per- 
formed by full time help in a central 
location. 

3) Addressing and imprinting are 
performed in one fast operation, in 
one handling, and the costs are cut 
approximately in half. 

4) Overages and shortages are elim- 
inated, since the exact number of 
pieces for each dealer are addressed 
and imprinted. (The machine stops 
automatically at the end of each deal- 
er’s list.) 

The new machine can handle forms 
from 3 inches to 17 inches in width, 
from 5 inches to 17 inches in length, 
as thin as one sheet of 20 lb. bond 
paper or as bulky as a 32 page broch- 
ure. The machine operates at 5400 
impressions per hour when using the 
automatic selector, or 7500 impres- 
sions without it. 

For more information and free lit- 
erature about the new machine, Circle 
Number 752 on the Reader Service 
Card. 
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Save money if your firm 
does heavy mailing 








submitted by D. M. Knight 
Assistant Secretary 

Investors Diversified Services, Inc. 
Minneapolis 2, Minnesota 


The addition of an inserting and 
sealing machine has reduced the cost 
of inserting and stamping bulk mail- 
ings 87% for Investors Diversified 
Services. 

This company sends out about a mil- 
lion and a half pieces of mail each 
year in 19 special mailings. Previously, 






how to Save 
folding money 


New, low-priced A. B. 

Dick folding machine 

saves its cost when used 

only one day each 

month. Makes all folds 

—7,500 to 19,000 pieces 

per hour. Can handle wide 

variety of paper — stapled 

sheets or single pieces in sizes 

S from 2144 x 34% to 9 x 14 
inches. 


Exclusive Quick-Set fold 
chart. Designed to elimi- 
nate guesswork. Instruc- 
tion time, 5 minutes or less. 
For more information without 
obligation clip this ad to your 
letterhead, add your name 
and mail to Dept. MM-153-F 


A. B. DICK COMPANY 


5700 W. TOUHY AVE. + CHICAGO 31, ILLINOIS 





(Circle 781 for more information) 
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Evans 


GATHERING RACKS 


@ New speed and new low cost in sorting 
and collating papers. Work done in half the 
time and at half the cost—with Evans Gath- 
ering Racks, Sitting or standing, one worker 
collates 3,500 sheets an hour without fatigue. 


@ GUARANTEED to produce quicker and 
more accurate results than any other collating 
aid on the market. 


@ Of all aluminum, racks collapse for setting 
aside. Each section holds 500 sheets of paper 
at inclined angle. Use racks singly, or to- 
gether for large gatherings. 


SHOWN: 18-section TU Rack at $25.00. 
7 other Models, $11.00 to $16.50 


See Your Dealer or Write 











Evans Specialty Co., Inc. 
a in N. Munford St., Richmond 20, nel 





(Circle 782 for more information) 
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ORGANIZATION PLANNING 
AIDED 





Big or not so big, a sound organization 
requires sound planning. The first step in 
organization planning is to develop an or- 
ganization chart. 

The CHART-PAK Method makes it easy 
for you to make and revise your own organ- 
ization charts. 


With the CHART-PAK Method you have: 
e CONVENIENCE—you or your assistants 
can make charts. 

© SPEED—simply type information and as- 
semble. 

e FLEXIBILITY—you can change any por- 
tion at any time. 

¢ NEATNESS—"Draftsman drawn’ com- 
ponents are accurately printed. Photographic 
reproductions cannot be distinguished from 
charts drawn by draftsman. 

CHART-PAK also provides complete ma- 
terials for making curve line and columnar 
charts, office and industrial layouts. 
CHART-PAK INC 104-T LINCOLN AVE. 
’ ° STAMFORD, CONN. 


(Circle 790 for more information) 
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speed, feather-touch action 
quiet, smooth performance 
etric keyboard precision 
nmvechanism eye-appealing 
simplicity of operation 
ADDO-X gives you these top 
features. Write today for 


lete details 


ADDO MACHINE 
145 West 57th Street, New York 19, N. Y. 


(Circle 789 for more information) 








COMPANY, INC. 








“| hated filing too, before CORRES-FILE. ° 


now it’s laborless filing — and in half the time!” 


For 60 long years the 4-drawer file has been 
a necessary evil — since 1893 filing clerks 
have been pulling, pushing, stretching, stoop- 
ing, kneeling, squatting — performing more 
like gymnasts than office workers. No won- 
der the personnel turnover for filing clerks 
is the highest — and comparative efficiency 
the lowest. But, at last, filing drudgery can 
be eliminated. Office modernization can 


include the filing system too — because 
Corres-File has become a reality. Designed 
to fill a vital and specific need, Corres-File 
eliminates more than 50% of clerical oper- 


ating time — this brings your filing oper- 
ation up to new heights of filing speed, 
efficiency — and economy. Send today for 


complete information. 


THERE'S A CORRES-FILE NEAR YOU - ASK FOR A DEMONSTRATION TODAY! 


I'm interested in knowing more about Corres-File 


— and how it can save for me. 
EFFE Vv OOL EES (ROSE SS an OS 2 eC a er 
EC E 111) EE Se SCAR er ae 
W rt Company 6... 
R IZ Address -eosicnsnue 


WESTPORT 9 ° 


CONN. City. 


(Circle 788 for more information) 
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these mailings were hand stuffed and 
postage was affixed by an outside firm 
at a cost of 98c per 100 pieces. Each 
piece averages from two to four inserts. 

The company recently purchased a 
machine (see cut) which has reduced 
the cost of inserting, sealing and stamp- 
ing these mailings to 12c per 100 pieces. 

On the basis of their volume of mail, 
the company estimates that they have 
paid for this machine more than twice 
in its first year’s use. The machine can 
handle up to six inserts in each mailing 
and Investors Diversified Services find 
it will insert, seal and stamp at the rate 
of 3,000 envelopes per hour, Other 
companies report production of from 
3500 to 4000 per hour. 

For more information, and free lit- 
terature, Circle number 750 on the 
Reader Service Card. 
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Simplified system for producing 
internal lists, rosters, catalogs 








submitted by R. R. Duniway, 
$25 Procedures Analyst 
IDEA General Electric Co. 
- Hanford Works 


A source of constant trouble and 
expense for some companies is the 
preparation of lists, such as seniority 
lists, roster lists, stores catalog lists, 
and directories. These lists must be 
accurate, of course, but the greatest 
problem comes in duplicating and dis- 
tributing them periodically. The us- 
ual procedure is to keep the informa- 
tion on file cards, thus making for 
flexibility when it comes to additions 


and deletions. Then, when a new list- 
ing is required, a typist prepares a 
master or stencil. 

This typing takes considerable time 
and changes continue to come in after 
the list is “closed”. Proofreading and 
corrections, after typing, delay publica- 
tion even further. 

Other disadvantages are inherent, 
too. Stencils of masters must be re- 
typed and proofread for each “addi- 
tion,” because changes occur on al- 
most every sheet. Duplicating masters 
are sometimes damaged and must be 
retyped even though no change is 
necessary in the listing. And, because 
stencils are difficult to change after 
they have been inked, one change in a 
list may make a stencil obsolete. 

The Procedures Analysis Office of 
General Electric’s Hanford Works has 
worked out a simple solution to this 
problem. They maintain the records 
in permanent list form on Linedex 
Panels. Linedex is a series of narrow 
strips, each of which carries the in- 
formation for a single entry on the list. 
‘gangs,’ thus may 


‘ 


These strips come in 
be typed up readily in any typewriter 
after which they are separated for in- 
sertion in the panels. Whenever a 
change occurs, a new strip is typed up 
and replaces the old one. Thus, there 
is no peakload when a list is to be 
closed for a new addition. Meanwhile, 
these panels provide a visible refer- 
ence file in complete index of addi- 
tions and deletions. 

When the list is ready for duplica- 
tion, it is transferred to offset paper 
masters by Xerography. The process 
requires only three minutes and the 
resulting master is photographically 
perfect. No secondary proofreading is 
required since there is no possibility 
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C) BIN CODE DESCRIPTION UNIT VALUE AREA 
ee Seca ____ | BANDS, Rubber, 1/4 Lb. Boxes 
—__| 27-3479 | #8, Approx. 7/8" Long, Box Ssh 17 
___| 27-3480-A | #16, Approx. 2-11/16" Long Box | Ph i7. 
_ | 27-3481-B | #18, Approx. 2-7/8" Long Box | 5 17 
___ | 27-3481-C | #32, Approx. 3" Long Box | 83 /7 
___| 27-3481-A | #33, Approx. 3-1/2" Long es ss 
__| BELT, Recording, Dictaphone, —es : 
__| 27-3933-A | Flexible Plastic Type, For 30 Min. Ricording, #A-oM |Ka.| p5 | 7 
___ P7-3933-C__| Plastic, 15 Min. Recording. | es ae 








BINDERS, ACCO PRESS, 2 Piece 


| 27-3679-A [8-1/2" x 11" End Open __ 
27-368h-A | 11" x 8-1/2" Side Open _ 
27-3683-A | 8-1/2" x 14" End Open 
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Pressboard Construction 
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ot ‘transfer’ mistakes. The masters 
are then run off and a new list can 
be ready for distribution 


hours, or less, after closing. 


within 24 
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Combined credit history and 
ledger saves space 


submitted by 
John C. Houghton 
Forman Motor Company 


Oakland, California 


$25 


IDEA 


General practice in many firms calis 
for a credit statement from a customer, 
that is checked, and filed for reference. 
Since this filed 
with the whenever a 


statement is seldom 
ledger itself, 
problem comes up in connection with 
an approved account, it is usually 
necessary to gather facts from several 
sources. 

In order to make available all credit 
information in a single location and to 
cut down the number of separate rec- 
ords, Forman Motor Co. has imprinted 
the back of their ledger cards, (see cut) 
which are filed vertically in a ledger 
tray, with the credit statement. Accord- 
ing to Mr. John C. Houghton, their 
ofice manager, this practice has the fol- 
lowing advantages: 

1) It makes readily available to the 
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eusinces Auto license po. 





mercetnce cnanet cacorr @acance 





ALance rowwaro 





Foruer Address How long? 





Married Name of Spouse 





Phone: Business Howe 





Car Financed by 

















Address Balance Due. 
Ewployer Address 
Occupation How long? 


Immediate Superior 





Bank Accounts Branch 





1 ip 
Nearest Relative Relationship 





Address 





Rent Home? Own Home?. Financed with? 


Agreed schedule of payment 





Credit References: 


A 8s 
1. Addres. 








4 s 
2. Address 








} Address 








Personal References: 





In the event it becomes necessary t 
collection of any indebtednesses i 
credit based upon the foregoing 4p 
to pay all collection and court 
as set by the court. 











Date Signature 
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bookkeeper doing the posting, com- 
plete information in connection with 
identifying a charge from the service 
or parts department or cash received 
through the mail. 

2) It makes the giving of credit in- 
formation much easier and more com- 
plete. 

3) Information for follow-up on de- 
linquent accounts is all in one place. 

4) A reduction in the number of 
records prevents loss or misplaced in- 
formation and results in a more eff- 
cient office force. 
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Check signing device helps 
handicapped business man 


An unusual application for an item 
of mechanized office equipment per- 
mits a handicapped businessman in 
Shreveport, L. to carry on his nor- 
mal office routine. Mr. J. T. L’Heris- 
son, Jr. is a spastic, and as a conse- 
quence is unable to use a pen for sig- 
nature purposes. Heretofore, this 
presented considerable difficulty in his 
bank transactions, both as to signing 
and endorsing checks. Not only was it 
necessary to painstakingly make “his 
mark” when drawing or endorsing 
a check, but it was a legal requirement 
to have two witnesses on hand for each 
such signature. 

The Shreveport, La. distributor for 
a mechanical check-signer, in coopera- 
tion with Mr. L’Herisson’s bank, de- 
veloped a legally sufficient signature 
for the handicapped depositor. The 
signature was engraved in facsimile 
and incorporated in the check-signer 
which Mr. L’Herisson purchased. Op- 
eration of the machine handle now en- 
ables the handicapped businessman 
easily to sign, as well as endorse, checks 
without the necessity for having two 
witnesses on hand. Dual locks and con- 
trol keys afford him complete personal 
and mechanical control of the machine 
and his engraved signature plate. 

For more information on this type 
of check signer, and free literature, 
Circle number 753 on the 
Service Card. 
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WHERE it counts! 


At the end of the business day 
for an office, store, or bank... at 
the end of a shift in factories, or 
after business is over in theaters, 
restaurants, amusement places... 
the Tickometer not only saves the 
time and work required by hand 
counting—but it makes results 
available faster. 

This counting and imprinting 
machine is wholly automatic, 
counts almost any paper item— 
from coupons to currency —at 500 








= PITNEY-BOWES 


Tickometer 


to 1000 per minute, eight to ten 
times faster than even experienced 
personnel can count by hand. And 
it’s so accurate that banks trust 
it to count currency and checks. 


Tuousanps of firms use the 
Tickometer to count sales slips, 
invoices, tags, job tickets, coupons 
...- Whole or partial counts are 
recorded on visible registers. And 
the Tickometer can be equipped 
to rubber stamp, imprint, date, 
endorse, code and cancel. 

Rented rather than sold, the 
Tickometer needs no investment 
...and Pitney-Bowes nationwide 
service is available at 199 service 
points. Ask the nearest PB office 
to give you a demonstration—or 
send the coupon for free booklet! 





PITNEY-BOWES, Inc. 
4553 Pacific St., Stamford, Conn. 


Please send illustrated 
Tickometer booklet to: 

















Counting, Imprinting Machine | Name 
Made by the originators of the postage meter : : 
..- Offices in 93 cities in U.S. and Canada, Firm 
Address 
(Circle 787 for more information) 








Whatever you choose you'll find it in 


COLUMBIAN’ CLASP ENVELOPES 


You'll get the same quick easy loading, the 
maximum of protection, the fast smooth print- 
ing surface and sturdy construction for which 
Columbian Clasp Envelopes have been nation- 
. plus a new 
colorful covered box with a label you can 


ally recognized for over 50 years . . 


“spot a mile.” 


Users Everywhere can get quick serv- 
ice from their envelope suppliers. 





UNITED STATES ENVELOPE COMPANY 
14 Divisions from Coast te Coast 
SPRINGFIELD 2, MASSACHUSETTS 





(Cirele 769 for more information) 
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Every advertisement, and most 
editorial stories, have a key 
number which you will find be- 
low the story or the advertise- 
ment. These key numbers are 
also listed on the Reader Service 
Card bound into the front of 
this issue. Circle the key num- 
ber, or key numbers, on the 
Reader Service Card and fill in 
your name, address, etc. Post- 
age is paid. 











J SHIPPING ug Oita, 


New shipping method 
simplifies overseas packaging 


Adoption of a new export shipping 
method in connection with consign- 
ments of phonographs to South Ameri- 
can countries has resulted in substan- 
tial savings in packaging costs and has 
virtually eliminated damage claims. 

The method, as developed jointly by 
Decca Records, Inc. and freight for- 
warders and steamship companies 
which handle the record firm’s ship- 
ments, enables Decca to pack records 
and albums in cardboard cartons in- 
stead of heavy wooden export cases 
which previously were required. 

The cartons and their contents are 
protected against damage by being 
stowed in welded steel containers es- 
pecially designed to safeguard export 
goods against pilferage and injury dur- 
ing handling. The steel containers 
have a capacity of 275 cubic feet of 
cargo. The savings in packaging ma- 
terial alone average about one cent 
per record. 

The containers, used by almost all 
major U. S. steamship lines, protect 
against the weather if it is necessary 
to store them temporarily on an open 
wharf. Doors of the container are 
locked and sealed to prevent theft of 
the contents. In addition, when steel 
container stowage is utilized, the pack- 
ages are not handled as frequently on 
the pier thus reducing breakage. 


For more information, Circle num- 
ber 754 on the Reader Service Card. 
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WEBER 











BUYING 


LABELS 


NOW YOU CAN PRINT 
YOUR OWN LABELS AT 
THE SAME TIME YOU 
ADDRESS OR MARK THEM! 





The remarkable WEBER Tag-0-Graph elimi- 
nates the need for costly, pre-printed ship- 
ping and identification labels and speeds 
up labeling and marking operations. 


Now you can have the size and type of 
label you want...in the quantities you 
need...when you want them...all at a 
moment's notice! The new Weber Tag- 
O-Graph prints, addresses or marks 
shipping and identification labels from 
a roll of gummed or ungummed stock, 
in one continuous operation... at the 
rate of 100 to 150 per minute. And 
counts and cuts them to practically any 
size you want, too. Reproduces from an 
inexpensive, easily-prepared stencil. 
No complicated mechanisms, anyone 
can operate it. Available in manual and 
electric models. For rental, too. 


“For the answers to all your addres- 
sing, labeling and marking problems." 


Send today for samples 
of labels printed by this 
machine and further 
information. No obliga- 


tion, of course. 





WEBER ADDRESSING MACHINE CO. 
222 W. Central Road, Mount Prospect, It. 


Yes, send me without obligation samples 
of labels printed by the Weber Tag-O-Graph. 


Company 





Address 





City. Zone State 











Individual Title 








(Circle 793 for more information) 
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Filing microfilm records 
by subject instead of reel 

In the October 1952 issue of Man- 
agement METHODs a method for filing 
microfilmed records, and _ inserting 
them in tabulating cards for speed of 
finding, was reported. It was pointed 
out that the technique provided all the 
space savings of microfilming with 
greatly improved speed of finding. 

A large New England hospital has 
adapted the same technique for pre- 
serving and making use of its’ patient 
history records. In this case, the micro- 
filmed records are inserted in a vertical 
card, not a punched card, to provide 
volume centralization of records on a 
single subject. 

The new system utilizes a 5 x 8 card 
which allows filing space for 50 images 
of 81% x 11 documents. Since a survey 
of the hospital records over a period of 
four years showed that the average 
number of sheets per record was 25, the 
card provides a high degree of cen- 
tralization. The card is designed with 
a visible indexing of the record num- 
ber for filing and reference. There is 
also an area left for other purposes, 
such as the listing of cross reference 
numbers, diagnostic classifications, etc. 

The hospital has been able to file all 
of its records into three cabinets (as 
opposed to 140 five-drawer files used 
before the records were microfilmed). 

In addition to space saving, the new 
plan makes available in a single loca- 








tion all related records for a patient. 
While the cost of the new process is 
approximately twice that of roll film- 
ing, it is the nearest thing to having 


the original records accessible at all 
times combined with a minimum use 
of space. 

For more information, Circle num- 
ber 751 on the Reader Service Card. 
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Maybe you, too, could produce from 44% to 
300% more business records per hour—with 
the same personnel—with Standard's business 
forms and paperwork simplification devices. 


These devices for simplifying the writing 
process make a big difference in ‘paperwork"’ 
costs. So does the analysis and planning 
behind Standard Register business forms. For 
Standard's men concern themselves with the 
system’s purpose and the whole procedure, 
to develop better working papers. 


Rese an ReN rm eS 





And Standard's 40 years of form design 
experience and ‘'know-how”’ in producing top 
quality business forms save hundreds of 
needless operations for 93 of America’s 100 
largest firms, and thousands of others. 


$i i ascii et: 


See how we can help you. Phone 
Standard Register in your city. Or 
write The Standard Register Company, 
101 Campbell Street, Dayton 1, Ohio. 


Standard Register 


BUSINESS FORMS 


4 Paperwork Simplification 


(Circle 783 for more information) 
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Guu Phe idea that a busi- 
ness could be run more efficiently if 
workers were encouraged to take “rest 
periods,” morning and afternoon, on 
company time, would 
laughed at by office managers in “the 
good old days.” Today, it’s an accepted 
practice in many a well-run business. 
Also recognized is the need for some 
form of food or drink as a necessary 
part of this relaxation if the worker’s 
productivity is to be maintained at a 
high level. 

There’s nothing philanthropic in 
the trend. Confronted with the fact 
that employees will take a break, will 
go out for a snack, and will resist man- 
agements efforts to stop this work 
break—many a hardheaded business- 
man has appeased his outraged feel- 
ings with “scientific” reasons why the 
practice is good. Seeking—he has 
found. The result has been a morale 
and efficiency booster that he can point 
to with benevolent pride. 


have been 


The Case for In-office Feeding 
Take the case of the Mutual Life 
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on the 10 a.m. ”)) coffee klatsch’ 





ONE COMPANY HAS SAVED 1,333 MAN-HOURS A WEEK 


Insurance Company. 
New York City offices, there was heavy 
employee _ traffic offices 
when workers took a break for mid- 


Like most large 
outside the 


morning coffee. The average time for 
a trip was 20 to 30 minutes. When the 
company took official recognition of 
the coffee break and had an outside 
service bring the coffee to the worker, 
they estimated they saved 1,333 man 
hours a week in the first year of in- 
building service. Dollar savings: $130,- 
000 a year! 

A smaller Chicago firm, after study- 
ing the results of a similar service, 
report a measurable saving of $20,000 
a year. Also important, they feel, is 
the better morale of their people and 
a resultant drop in clerical turnover. 

Equally dramatic, though less well 
known, is the effect of snack feeding 
on individual employee efficiency. An 
analysis of more than 1,000 consecu- 
tive accidents observed at one _ ord- 
nance depot, revealed that the greatest 
number of accidents occurred in the 
last hour before lunch—between 11 
and 12 o’clock. According to the Na- 





tional Safety News, the skipping and 
skimping of breakfast is cited as an 
important cause of these accidents. It 
breakfast is not eaten, six hours elapse 
between the beginning of the waking 
day and the eating of a nutritious 
meal. Under these conditions, hunger 
is bound to ensue, causing physio- 
logical as well as psychological changes. 
Judgment and acuity are likely to be- 


The 3-flavor drink dispenser at the editorial 
offices of the New York Daily Mirror. This popu- 
lar vendor has a 1000 cup capacity. Night shifts 
are nc longer neglected, for the vending ma- 
chine dcesn't observe an eight hour day. The 
personnel director of one large firm gets right 
to the heart of the matter when he says of vend- 
ing machines, "Employees expect them." 


















come impaired. Significantly, 
workers so affected don’t actually feel 


hunger. Among the group of workers 


many 


with no hunger pangs there was a pro- 
Cc c 

gressive rise in the accident rate with 
each hour of the morning. A second 
rise in the rate of accidents took place 
after 2 p.m., reaching a peak between 
5 p.m. and 6 p.m., one hour before the 
end of work. 


Using a Vending Machine 


Automatic vending machines are be- 
coming more and more the means for 
bringing nourishment to the worker. 
According to a recent survey, since 
World War II the number of vending 
machines for dispensing food and drink 
has increased seventy-five percent. The 
location of the vending machine in the 
office has changed over 
the last 10 years, too. 
installations in 


factory or 
From isolated 
washrooms, cafeterias 
and other away-from-work-area spots, 
vending machines have progressed un- 
til now they are, actually, at the work- 
ers’ elbows. 

In recent years, suppliers of vend- 
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ing machines have greatly simplified 
for management the problem of in- 
office feeding. For example, a user 
company does not buy the machine or 
machines it needs. The machines are 
installed free. They are serviced on a 
regular basis by the installing firm. 
The user company provides the neces- 
sary space and electricity for each loca- 
tion. Collections and accounting are 
handled by the vendor firm. 

Profits from machines are split be- 
tween the supplier and the user com- 
pany. One popular plan is to chan- 
nel all company profits to the employ- 
ees’ service or recreational programs. 
For example, a General Electric plant 
in the Midwest used its proceeds to 
pay for a recreational program “ol 
colossal size’’—50 basketball, bowling 
and soft ball teams, maintenance of a 
ball park and many other employee ac- 
tivities. Another local plant uses its 
vendor proceeds as an indirect subsidy 
for the plant cafeteria. Prices of the 
meals are based on how much the 
vending machines take in, and manage- 
ment points out that food cost to the 
worker would be higher if there were 
no vending machines on the premises. 

Naturally, the installing firm ex- 
pects a minimum daily volume from 
each machine. To some extent they as- 
sume the responsibility for maintain- 
ing volume. For example, they watch 
closely employee preference for certain 
items, follow seasonal trends, and keep 
their machines adequately stocked. If 
volume falls too low, they withdraw 
the installation. It is interesting to 
note that at one plant when the cof- 
fee machine was not doing the busi- 
ness it had done during the peak pe- 
riod of winter, management asked to 
keep the machine and offered to pay 
the vending company a monthly lump 
sum (whatever amount was needed to 
make the machine break even) to per- 
mit the continued service of furnish- 
ing coffee for its workers. 


What Users Report 


With more than three million vend- 
ing machines in use, it’s worthwhile to 
examine user reaction. A recent sur- 
vey of 1,160 firms in 45 states revealed 
that about eighty percent of the com- 
panies polled had initiated their cof- 
fee relief periods since 1941. Seventy- 
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"THAT |NEW| FASHIONED 
PHONE DICTATION IS 
EDISON | TELEVOICE |!" 


It cuts paperwork costs 
in small offices and large! 























Wheres er you have people who “put it in 
writing,” depend on TELEVOICE to deliver real 
economy. You save money —with 3, 6, even 20 
low-cost dictating phones in a network served 


by one recording unit, one secretary. ... 





And you save time: that TELEVOICE phone on 


your desk gives you the fastest service you’ve ever 










known — and it’s so downright e-a-s-y to use. 
Just pick it up and dictate. 
Over 1,000 new users a month are turning 
to new-fashioned TELEVOICE ... from small 
3-or-4-man offices . .. to business giants like 
General Electric, United States Rubber, 
Procter & Gamble, Borden’s, Esso, 
Mutual Benefit Life, Illinois Central. 


Average cost per dictator served: $141. 


han ee 


MIN CORPORATED 


EDISON TELE VOICEWRITER 
The Televoice System 


BARKS EERE EE EE EEE EEE EE EREE EEE ERE E EEE SEEERE EERE ESE EES 


Read 
this eye-opening 
booklet! Shows how TELEVOICE gets faster 


EDISON Ediphone Division) , 31 Lakeside Avy e.,W st range, N. J é 


OK—send me A LINE ON TELEVOICE 


: ; Name ‘Title : are 
action, with greater ease, at lower cost. No obli- oon TELEV ONCE 
gation— just send coupon, filled in or clipped ee (COT atly adie 
stterhe: Ir > nearest EDISON y 
to letterhead. Or phone nearé t Iso : eer Ps 
VOICEWRITER representative for demonstra- s 
tion (see yellow pages of phone directory). y ee Zone_ State 


(Circle 780 for more information) 
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BUSINESS AFTER BUSINESS 


Installs 
val Film-a-recora 


for hard to 
microfilm 


4 






county office 


Remington Rand Dual Film-a- 
record has been selected by a 
large county office because it can 
microfilm small-sized documents 
at high speed, and, with its ex- 
clusive 15” feeding throat, also 
handle even their largest reports. 








solve 
roblems 


insurance company 


A forward-looking insurance 
company records important data 
on various size cards. Not until 
they installed Dual Film-a-rec- 
ord could they find a microfilm 
machine to meet their needs... 


Dual Film-a-record is the most versatile 
machine developed since the inception of 
microfilming. With Dual Film-a-record and 


‘ », and at ultra-high speed too. 
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All these and more with DUAL FILM-A-RECORD 


e Three Recording Widths— 
8mm, 16mm or 35mm. 

e Three Interchangeable 
Lenses—37-1, 32-1, and 24-1. 
e One- or Two-Sided Originals 
—Both sides photographed 
simultaneously. 

e Three Choices of Feeding — 
Hand fed, semi-automatic 
and automatic. 


e Wide Range of Copying 
Width—Originals can be 
from 2” to 15” wide. 


| 
| 
| 
| 
e Two Identical Copies Simul- 
taneously — using duplicate | 
rolls of film. | 
| 
| 
| 
| 


e Name 
e Automatic Document Sep- Firm 
aration—Can separate rec- Pe aan 
ords of any thickness—from City 


tissue to tab card. a 


(Circle 779 for more information) 


oil company 


An international oil company 
microfilms customer charge 
tickets. It is of utmost impor- 
tance that each ticket show clear- 
ly on the microfilm—Dual Film- 
a-record’s exclusive document 
separator makes this possible. 


your choice of Film-a-record Readers, you 
can realize all the many advantages offered 
by modern business microfilming. 


Room 1621, 315 Fourth Ave., New York 10, N. Y. 
Gentlemen: 


I should like to have, without obligation, free book- 
let F-264 explaining in detail the advantages of 
versatile Dual Film-a-record. 


_ Position 
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eight percent had instituted them of 
their own accord. Twenty-two percent 
reported that “breaks” were specific- 
ally required by union contracts. 
“ighty-two percent noted a reduction 
in worker fatigue. Sixty-two percent 
found an increase in worker produc- 
tivity. ‘Thirty-two percent observed a 
reduction in the accident rate. 

An official at the Van Camp Sea 
Food Company, Inc. of San Diego, 
California, has this to say, “Since the 
installation of vending machines, we 
have found that it is a wonderful serv- 
ice to the employees. They do not in- 
terfere with regular routine because 
they are conveniently located. I am 
convinced that the confections pur- 
chased through the machines materi- 
ally reduce waste time in production 





with its at- 
tendant accident hazards and inatten- 
tiveness.” 

An executive at the Hamilton Man- 


by alleviating fatigue 


ufacturing Company, Two Rivers, 
Wisconsin, puts it this way, “As you 
know, previous to the installation of 
25 machines, a few men in the plant 
made a practice of selling candy bars 
to employees in their departments and 
in some cases, men left their machines, 
going about a block to purchase a 
candy bar. The installation has elim- 
inated all of this and the result has 
been an increase in machine produc- 
tion hours. We have no direct tests 
for fatigue that can be applied in our 
plant other than indirect tests, on vari- 
ation in amount and quality of work 
done, lost time, sickness and absen- 
teeism. We have found that the 
amount and quality of work have in- 
creased and absenteeism and _ sickness 


have decreased since the installation.” 





Employee morale goes way up at the Wilson- 
Jones Co., Elizabeth, N. J., printers of account- 
ing bocks and business forms. 


methods 
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~How to improve 


your business letters 


MUTUAL LIFE FOUND THAT HIGHER QUALITY MEANT REDUCED COST — AND SAVED $85,000! 


Me You've probably never 
considered yourself a “man of letters” 
but the facts of business life today show 
the you are. Statistics indicate that 85% 
of American business is carried on by 
mail. Therefore, the letters you and 
your employees sign can do your busi- 
ness more harm or more good than any 
other office operation in your firm. 

Realizing this fact, the Mutual Life 
Insurance Company of New York de- 
cided to do something constructive 
about it. They are not the first or the 
only business that have faced up to 
the need, but the method they worked 
out under the guidance of R. H. Mor- 
ris Associates, Correspondence Con- 
sultants, is interesting. 


Block That Metaphor 

R. H. Morris Associates first made 
a frontal attack on “internal language,” 
that technical and legal jargon that 
had been part of insurance correspond- 
ence for years. From this starting 
point, they went on to completely 
overhaul the company’s methods of 
correspondence. The results? Summed 
up in a phrase—the humanizing of a 
corporation. 

Today, Mutual Life of New York 
can point to these facts: they are able 
to reply to letters 97% to 99% faster 
than ten years ago, thanks to a new sys- 
tem of “time control.” A standard of 
answering all letters within three busi- 
ness days has been set. All departments 


keep track of incoming and outgoing 
letters. A record of how many days it 
takes to answer a letter is kept. At 
the end of each month the records of 
each department are tabulated. Each 
department is rated, using three busi- 
ness days as a basis. All department 
heads are sent copies of the rating 
sheets. Departments falling below 90% 
efficiency are gently prodded into do- 
ing better. A heavier hand is used if 
the lazy practices continue, but com- 
petitive spirit usually suffices. 


Measurable Savings 

Mutual also finds that the quantity 
of letters being sent out is less because 
the first letter is getting over their 
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CUMBERSOME WORDS THAT DEADEN YOUR LETTERS 
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The mos impressive furniture 
you can place in your 
office is the new 
METROPOLITAN Group, 
by Imperial. Outstanding 
design and flawless 
craftsmanship make this 
the ultimate in luxurious 
office furniture. 
Consult your Imperial desk 
dealer about 
the new METROPOLITAN group. 


Or write us for particulars. 





Bunngne=ncianll 
DESKMARK OF QUALITY 


Imperial Desk Company, Evansville 7, Ind. 


(Circle 796 for more information) 
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Modern filing, made possible by Rock 
a-File’s revolutionary side-opening 
compartments, is faster and more 
efficient because each compartment 
“rocks’”’ open to make its entire con- 
tents instantly accessible. More than 
that, Rock-a-File actually requires less 
floor space than old-fashioned drawer- 
type files! 

Rock-a-File compartments project 
less than eight inches when open, 
“rock’’ open and shut effortlessly, and 
permit two or more persons to use the 
same file cabinet simultaneously. Al- 
coves, corridors, small corners and 
many other hitherto impractical loca- 
tions become ideal filing space with 
Rock-a-File. 

And Rock-a-File is safe, too... 
gravity center remains always within 
the cabinet; no danger of toppling, 
even with lower compartments empty. 


See your dealer or write for a 
descriptive folder and name of 
nearest dealer today... learn 
how Rock-a-File can save filing 
time, costs and space in your 


business. 
Se 








35 East Wacker Drive ~» 


with Woe eee 


Faster, Easier Filing in 





A typical vault installation 
showing 4-compartment and 
2-compartment Rock-a-Files 
in tiers. 





A 2-compartment Rock-a- 
File in private office use. 
Note close position...no 
need for user to rise; just 
swing around in chair. 


For information, address Dept. M 


ROCKWELL- BARNES COMPANY 


Chicago 1, Ill. 


(Circle 795 for more information) 











“message” thus doing away with the 
need for a second or third letter. For 
example, they recently made changes 
in their automatic premium policies. 
Letters sent out from the six or more 
departments involved were not uni- 
form and were not making the changes 
clear to the reader. All the depart- 
ments were brought together and a 
‘guide letter’ 
which could be used in all depart- 


‘ , 


simple, clear was drafted 
ments, allowing for slight individual 
changes. The number of second and 
third letters sent out was cut almost 
to zero. 

It follows, that with fewer letters 
being sent out, more people can be 
taken away from the job of letter- 
writing and put on other projects. 
Mutual has also found that public re- 
lations had improved immeasurably as 
shown by the decrease in the number 
of abusive letters received monthly. 
Ten years ago the average was 300; 
today it is less than a dozen, although 
the volume of business done has in- 
creased 40%. 

At the same time, the number of let- 
ters able to be handled by a worker has 
been doubled. Measurable savings for 
a year can be put at about $85,000. 


How The Program Works 

How did these things come about? 
Let’s follow the process step-by-step. 
The company was handled by divi- 
sions, given the same tools of the trade 
for better writing, modified and adapt- 
ed, of course, to meet particular prob- 
lems. Consultation with Mr. R. H. 
Morris for all employees from division 
head to the newest worker, was the 
first step. These talks took place dur- 
ing business hours and consisted of a 
lecture, often with slides, on the mean- 
ing of and the ways to achieve good 
writing. At certain intervals, usually 
every two weeks, outgoing letters were 
analyzed by Mr. Morris, and_ those 
workers needing additional help were 
given the benefit of further consulta- 
tions. Recently, to supplement the 
consultation, a monthly bulletin deal- 
ing with good writing, “The: Letter 
Clinic,” serves the purpose of reach- 
ing the individual worker and keep- 
ing him abreast of the old rules he 
learned in consultation and of the new 
trends in correspondence. “The Letter 


Clinic” can be kept on file and easily 
used when a problem arises; whereas 
the ideas exchanged at a group con- 
sultation are often forgotten. 


Rules Of The Road 


The consultation and “The Letter 
Clinic” stress above all the need to 
approach letter-writing with common 
They emphasize that the ex- 
tremely formal letter is a masterpiece 
of dullness . that being complex 
is not being courteous . that the 
positive tone is better than the nega- 
tive ... that before dictation, thought 
that ‘“‘tone” is import- 

that enough said 


sense. 


is necessary... 
ant, not length 
is enough said. 


The Guide Letter 

The ‘guide letter’’ is an_ essential 
part of the Mutual correspondence 
program. It’s not a form letter by any 
means. It 7s a set of rules, key phrases 
and ideas that enable the writer to ex- 
press his personality and “message”’ 
within an acceptable framework. 

One of the main stresses in the 
Mutual correspondence program has 
been and still is to avoid the “sand- 
paper” phrase. The use of the wrong 
word rubs people the wrong way. Ex- 
amples Don't say, 
neglected.” 


failed or 
No one likes to be told 
that he is careless or forgetful. Some- 


“You 


thing like “It was not enclosed,” or 
“no doubt it was just an oversight,”’ 
has been found to do the job much 
better. And don’t say, “You appar- 
ently did not understand.” You might 
as well call your reader a fool. “Ap- 
parently my letter was not too clear,” 
has been found to work much better. 


Summing Up 

The Mutual correspondence _ pro- 
gram has been an outstanding success. 
We have mentioned the measurable 
savings figure before — $85,000. Just 
as important, maybe even more s0, 
has been the increased awareness of 
Mutual of the need in the modern 
business world of solid “human re- 
lations” or public relations. This 
awareness was stimulated when the in- 
dividual letter writer had to really be- 
gin to think of the customer as a hu- 
man being whom he must please and 
above all to whom he must make sense. 
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New carbon paper system 
speeds work, cuts cost 

A new carbon paper system designed 
to save time, work and money in both 
small and large typing departments, has 
recently been introduced. The system 
eliminates some of the headaches connect- 
ed with handling loose carbon sheets. It 
provides carbon paper packets available 
with from one to nine carbons. The 
packets are used with a special loading 
board to facilitate the insertion of the 
sheets of paper. Packs are loaded in ad- 
vance of their actual use, so that the secre- 
tary does not have to spend time load- 
ing between typings. In large departments, 
it is claimed, loading can be done by un- 


skilled help as a further economy. 


Actual tests, says the manufacturer, in 





dicate that the carbon paper used in this 
system can be used from 40 to 50 times 
with excellent results, because the sheets 
are self-regenerating if used only once every 
two or three days. 

For more information, Circle number 


759 on the Reader Service Card. 


New two-station inter-com 
low cost, easy to install 

A new two-station Intercommunication 
system is now being marketed for room- 
to-room conversation, especially for use 
when rooms are distant or located on two 
different floors. Consisting of one mastet1 
station and one remote station, the equip 
ment can be installed by the user. The re 


mote station can be wired either for pri 
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The mas- 
ter station is equipped with on-off switch, 


vate or non-private operation. 


volume control, and on-off pilot light. Both 
stations have a press-to-talk switch so that 
either can originate the call. The equip- 
ment can also be used for a two-way pag- 
ing system. 

The complete system, with fifty feet of 
cable lists for $43.25. 

For more information, Circle number 


757 on the Reader Service Card. 
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Tub-type filing unit 
is portable, saves space 

A recently redesigned filing unit that 
moves on casters provides mobility for 
records used in various places throughout 
the office. Next to an executive’s desk, it 
is space-saving since there are no drawers 
to pull out, thus records can be kept within 
arm’s reach. 

It is equipped with a cover which slides 
over the top and covers the file securely 


when not in use. The unit holds 25 folders, 


with permanent metal tabs, and the top 





may be equipped with a block. Units are 
available in letter or legal size. 

For more information and prices, Circle 
number 762 on the Reader Service Card. 
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New portable pencil sharpener 
needs no installation 

The recurrent problem of where to in- 
stall a pencil sharpener, particularly on 
jobs where employees operate in a large 
area, is simplified by a new portable pen- 
cil sharpener. ‘Thanks to a broad base, 
with anti-skid rubber bottom, this new ma- 
chine may be used any place in the office 
or stock room. 

For more information and prices, Circle 
number 758 on the Reader Service Card. 


Data book on microfilming 

A 64-page booklet containing informa- 
tion on the principles of microfilming, plus 
a wealth of practical advice on microfilm- 
ing technique, has recently been published. 
Its description of the step-by-step control 
of film exposure and film processing is 
expected to be of considerable assistance to 
operators in microfilming 
Copies may be obtained from Eastman 
Kodak Co. for 50 cents each. 


Enlargements or reductions 
by Xerographic process 


operations. 


A new camera that reduces or enlarges 
an engineering drawing, chart or other 
graphic subject by the Xerographic proc- 
ess directly on to an 81% x 13 inch plate, 
has recently been announced. 

To make an exposure, the operator 
places the copy on the 17 x 22 inch 
With a light touch, 
the counter-balance copyboard is brought 


tilting copyboard. 
into exposure position. After exposure, 
the plate is removed from the camera and 
processed in the copier. The image is 
transferred to an offset paper master or 
to a translucent paper, and made per- 
manent by a few seconds fusing. 


This camera was developed to meet the 


demand for a method of reducing en- 
larged engineering drawings or other copy 
for offset paper master reproduction. Mul- 
tiple copies can be made in a diazo ma- 
chine using a translucent print as orig- 
inal copy. 

Heretofore, drawings were copied size 
for size and limited to 814 x 11 inch 
originals. ‘The new camera permits 50% 
to 150% size of copy reproduction. 

For more information, Circle number 
755 on the Reader Service Card. 
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New low cost register 
provides printed receipt 

For the first time at a low price, an 
itemized receipt-printing cash register, with 
a built-in adding machine feature, is 
available. The machine mechanically adds 
the individual prices in a multiple item 
sale, adds the amount of tax, and prints 
the total on a receipt. The itemized re- 
ceipt is the customer’s “take-home” proof 
of what she spent for each item pur- 
chased, and the merchant’s greatest as- 
surance that correct prices are recorded. 
The receipt also shows the name of the 
store, date, identification of the sales per- 
son and department. 

The adding machine feature can be 
used for any adding job, at any time, 
without disturbing the locked-in cash reg- 
ister total. 

Activity counters on the machine show 
the number of Cash Sales, Charge Sales, 















FASTER SORTING... 
in perfect order 
with less handling! 


LeFebure vertical sorters are tailored to fit 
easy to operate and economically priced. 
sorting job and offer a sound, workable sojut 
just outline your problem when writing us. 


L Fibure 
VERTICAL SORTERS 


SAVE TIME.. a COST 


Alphabetical, 
numerical, 
geographical 
or any other 
special indexing 


EACH job. Saves space, saves time, easy to learn, 
Let a LeFebure trained representative study your 
ion to your sorting problem. No obligation of course, 


FOR FURTHER INFORMATION—WRITE FOR FOLDER 808 


he rl 
as D 


e CORPORATION 
CEDAR RAPIDS, IOWA 


line available. Easy rolling stands also available. 





(Circle 773 for more information) 
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AUTOMATIC 
ELECTRIC 
STAPLER 


(Circle 772 fo 
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A NECESSITY IN MODERN BusINEss — © 


@ Here at last is real 
speed and efficiency in 
stapling! No more lost 
hours ‘‘banging away”’ 
at old fashioned sta- 
plers—acostly, tiresome 
operation. 


Business of all types 
has proved that Stapl- 
a-matic cuts costs up 
to 70% or more in every 
department where 
stapling is required. 


The fool-proof, instan- 
taneous action leaves 
both hands free for 
work—no levers or foot 
pedals—no motor to 
turn on or off—or to 
wear out. Stapl-a-matic 
staples as fast as work 
is fed to it. Reloads in 
five seconds... no parts 
to remove. 


THE STAPLEX Co. 
70-78 Jay St., Brooklyn 1, N.Y. 


O Please arrange a free demonstration of the 
Stapl-a-matic in my office without obligation 
on my part. 


DO Please send me information on Stapl-a-matic. 











Name Title 
Company. Address. 
City Zone State 


THE STAPLEX COMPANY 
r more information) 





Received-on-Account, Paid-Out, Tax and 
No Sale transactions. They also show the 
number of customers served and the num- 
ber of times the cash total has been reset. 
The machine can be operated both elec- 
trically and manually. It registers any 
amount from one cent to $999.99 at one 
time. 

For free literature and more informa- 
tion, Circle number 756 on the Reader 


Service Card. 
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New “register” will make 
10 handwritten copies 


Present users of fanfold style forms will 
find many occasions in which the hand- 
writing of a form will avert a billing de- 
partment delay and expedite the move 
ment of much needed materials. Hand- 
written forms will eliminate the need for 
retyping or machine copying to obtain 
additional copies. 

The essential features of modern billing 
systems—fanfold forms with floating  re- 
usable carbon paper—are now available 
for handwritten procedures. As many as 
10 clean, clear handwritten copies can be 
made. 

The unit is a lightweight portable box 
equipped with a carbon and forms-carry- 
ing device similar in nature to those found 
on modern billing machines. Fanfold 
forms—stored within the box—feed through 
the unit in continuous style. It accom- 
modates all popular form sizes—with econ- 
omy advantages to large volume users 
available only with a fanfold style form. 

Though offering many advantages 
of cleanliness and simplified operation, 
the equipment is not intended as a com- 
petitive item to conventional registers. No 
“locked 


copies—it is not mechanically operated. 


provision has been made for 


But in producing an excess of five copies, 
it far surpasses the capacity of a register 
and opens new possibilities in handwritten 
multi-copy applications. 

For more information please Circle num- 
ber 761 on the Reader Service Card. 


— 


— 











Low cost small safe 
for office or home 

A fire resistant safe which has passed the 
standard laboratory 1700 degrees F. one 
hour fire test ay recently been announced. 
Priced at only $59.50, it was designed to 








meet the request for a small, fire resistant 
safe for general office and home use. A 
heavy duty combination lock is provided 
and the unit is equipped with casters to 


provide mobility. 
For more information, Circle number 


763 on the Reader Service Card. 
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Chair base that 
never needs refinishing 


A chair base that never needs refinish- 
ing, because the finish goes all the way 
through, was introduced recently. Made of 
molded fiber glass, it is a single solid seam- 
less unit. The manufacturer states that 
even when dropped from an aeroplane at 
1,000 feet elevation on a hard-surface run- 
way, the glass base was not damaged. It 
has great resistance to being dented, dis- 
figured or deformed in any way. Heavy 
loads will flex the base slightly, but when 
the load is removed it returns to its ori- 
ginal position. Thus, a chair equipped with 
the new base is self-levelling, even on un- 
even floors. Light in weight, it also tends 
to dampen out chair movement noises. 

For more information, and free litera- 
ture, Circle number 764 on the Reader 


Service Card. 
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16 MM SOUND PROJECTOR 
Unused AMPRO Premier 20. Retail price $540. 


For sale at $300. Complete with handsome carry- 
ing cases. Ideal for training films, sales presen- 
iations, club and home movies, etc. Can be seen 
at Room 805, 141 East 44th Street, N. Y. 17, 


N. Y., telephone Murray Hill 7-0147. 


january 1953 








NEW! THE BIG THREE 


THE VERY LATEST IN QUALITY CARBON PAPER 


Made Especially to Simplify Your Carbon Paper Purchases on a 
Standardization Basis. One Book of Coupons covers in one Brand 
your entire needs of Carbon Paper. 


Ist: 


2nd: 


3rd: 


MAIL TODAY | 
PLEASE ae. 


THANKS 


Kee Lox NEW CLEAN Carbon Paper 


BONE CLEAN. Will not rollmark on any machine. Copies will not rub, easy 
erasure, makes 5 copies on 24-lb. legal paper. Tops for Accountants or for 
Executive or Drafting Depts, where positive cleanness is a must. Once used, 
all other kinds are positively out. 


New Medium Finish 


NON-GREASE. Sharp, yet black print and from 8 to 12 copies depending on 
paper used. This Carbon is perfect for regular Correspondence Depts. or for 
all systems of Purchasing or factory orders where medium weight white or 
colored forms are used. This carbon is exceptionally clean; also, the black 
coating on the paper will outwear the tissue it is on and that tissue is the 
strongest made. 


New Strong Finish or 20 copy Carbon 


for S.S. Bills of Lading, Export Invoices or where 12 to 20 Copies are a 
necessity. Some firms are making 25 Copies at one operation on an I.B.M. 
Machine. IF used on Standard Typewriter with hard platen 20 copies can be 
made at one time if 10-lb. glazed finish Onion skin tissue is used, This carbon 
paper is superior for manifolding on all soft or manifolding tissues. 


Acquaint yourself with perfect Carbon. We will send Free 6 sheets #1 
Bone Clean Carbon; 6 sheets #2, The Perfect Economy Carbon; and 12 
sheets +3, The 20 Copy Carbon, if a Purchasing Agent or Secretary will 
sign the Coupon below. Samples sent in our New Patented Kopy Aligner Box. 


Mail Direct To MET 
Kee Lox Mfg. Co., Rochester 1, N. Y., U.S. A. 


Please send Free, without any obligation, samples as above to: 


Street 
City .. er 
RS ooo AO eee Title 
State Number of Copies usually made 
(Circle 776 for more information) 


27 











Alors. news high-ypeed perfomance 
anil opening ease lo pedute 


your accoutilitiy cous — 


Here at last is an accounting machine so swift, so 
efficient, so simple to operate, that it brings bigger savings 
to every job—does ail jobs with unerring accuracy! 


The Sensimatic’s amazing effort-free speed comes from its 


exclusive sensing panel or “mechanical brain” that automatically 


directs it through every accounting operation. Its superior 
design makes the operator’s work easy. There is less 


to do—less to learn. Automatic controls, continuous visibility 


of work in progress, and complete keyboard control, 
reduce operations and chance of error—provide 
peak production on every accounting job. 


Get the facts today about Sensimatic’s astonishing 
record of low-cost, high-speed operation! Call 

the Burroughs office nearest you. It’s listed in the 

yellow pages of your telephone book. Burroughs Adding 
Machine Company, Detroit 32, Michigan. 


CHANGE JOBS INSTANTLY ... at a turn of the job 
selector knob. Any four different accounting oper- 
ations controlled by one sensing panel. Any number 
of panels can be used, so there’s no limit to the 
number of jobs a Sensimatic will do. 


WHEREVER THERE'S BUSINESS THERE'S 


(Circle 777 for more information) 











IT DOES THESE JOBS 
—AND MORE! 


Accounts Receivable 
Accounts Payable 
Material Records 

Wage Accrual Records 
Payroll Records ® Cost Records 
Factory Ledger 
General Ledger 








Sensimatic 300 with 11 totals 
Sensimatic 200 with 5 totals 
Sensimatic 100 with 2 totals 


Burroughs 
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